DATE: [dd/mm/yyyy]
[Your Name]
[Designation]
[Company Name]
[Address]
SUBJECT: Breach of Contract
Respected Sir/Madam [Name Here],

This letter is being written to inform you that you are in violation of the legal contract between you and the company that was signed on 16th August 2018.

You remained absent from the job for 10 days without notifying. You were to inform the company 3 days prior to your leave. Your unexpected absentee has caused a serious loss to the company.

You are responsible for the losses faced by the company. Contact us as soon as possible for further details.  

Sincerely,
,
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